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UNITED STATES DRPARTMENT OF EDUCATION
OFFICE OF MANAGEMENY
Deooember 13, 1995

MEMORANDIUM
TO . Al) Department Bmployeea/a\\ .

-
FROM : Veronica D- Trietsch 7§CLAAD-L‘, ij . /‘ ~

pirector, Human Resources
Group

SUBJECT: Unemployment Compenecation 1nforpation packet

We are sending you rhie information on unemployment compensation
tc give you an opportunity to £131 out the forms if nececsary.
at thic peint, a ehutdown does not appear 1ikely, but we can

of fer no guarantees on the outcome of negotiations petween the
congrese and the President. .

Wwe know this is an anxious time for all and we do not want teo 2dd
to your conocerns. However, Ve want to give our employees every
opportunity to guelifry tor unemployment.

o attached you will £ind an unemployment compensation information
packet. The package containe the following!

Unemployment ract Sheet

Questions and Answvers

Sp-8 (to be used by regional employees only)

special Claim Form (%O be used by DC employees only)
Letter to Creditors

Headquarters enployees areé agked to complete their pertion of the
claim Form and submit it to their Evecutive Officer by KNoon eon
Friday, December 15. Although you vill £ill out the Form in
advance, it will be gubmitted to the pistrict of Columbia enly in
the event the furlough occure.

Instructions for regional employees are containad in the
guidance. procadures 20T riling will differ from state to state.

Queations may pe directed to the Employees Relations Team ON
401-1520 or your Regional Customer service Team representative.

Attachment

600 INDEFENDENCE AVE.. sW. WASLIINGTON, D C. 20202

Qur mugglon i 1o ensure equal areess to eduralwn and to promaole erucational exvelienee throughott The Nutwst
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UNEMPLOYMENT PACT S8HEET

Unemployment Bntitlement During a Furlough

The following information is provided to assist you in applying
for Unemployment Ingurance (UI) benefits duc to a shutdown, lack
ot an appropriation or continuing resolution. As a Federal
employee you are eligible to collect Ul during the period that
you are out of work under a special program called Unemployment
Compensation for Federal Employees (UCFE). This program is
operated by jndividual states, and eligibility and bencfit
amounts are determined under the law of the State in which you
work (last official duty stationm). The following proceds wae
designed Lo facilitate mass filings of unemployment claims and
these procedures are only applicable in the gituations cutlined
above.

e How do T file for Unemployment?

Headquarters Employses:

If you are a Headguarters’ employee, the Discrict of
Columbia farm entitled, vipivial Claim for Furloughed
Federal Government Employees” and the inptructions are
attached.

You must £ill in your portion of the form, Sections 1
through 20, sign Section 31, and return it teo your
Executive Officer mo later thac noon orn December 15 for
processing. The FRICK Company (who is the Agency‘s
contractor for Unemployment) will complete the
remainder of the information through magnetic tape¢
including the signature requirement in Block #32.
(NOTE: An SF-8 form is not zequired for Beadguartoers
employees since {nformation is beiag provided via
magnetic tapa.)

1f your claim form was not gubmitzed by December 1lEth,
you should mail your compleced UCFE claim form Airectly
to the Frick Company at the following address:

pepartment of Education - 480
c/0 James E. Frick, Inc.
UCFE Department

P.O. Box 66945

St. Louis, MO 63166

NO. 23@
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There is no need for individual filing of claims for
D.C. employees, unless you did not receive a special
claim form in advance. In that case you would need tc
obtain a DC special «laim form from the local
unemployment office. Complete this form and submit it
directly to FKICK at the above address. FRICK will
forward it to D.C. Ul atter completing the remainder of
the information including the signature required by the
Agency representative in Block #32...

Regional Employees:

Many states have developed special mail-in claim forms
specifically designed for furlough situations. 1If thisg
ig tyne in your state, your local State Employment.
gecurity office can provide you with copies of theee
forma. The telephone number of thig agency can be
located in the Government section of your local
telephone book under "Unemplcyment Insurance.”

The SF-8 18 attached for your information. This form
includes basic filing instructions and eligibility
information. Regicnal employees must provide a copy of
this form (along with a copy of your last leave and
earnings statement) al the time you file fer
unemployment insurance. Th8 SF-8 provides notification
to the local stare agency that the FRICK Company is the
contact point for thce Department of BEducation on all
unemployment claims.

The local state UI office will forward your form to
FRICK to obtain the wage and separation information.
FRICK will sign and return the completed form to the
appropriate state agency.

Time-frame for tiling a claim:

D.C. Exployees:

pPlease note that D.C. requires a one weak walting
period of upcoppensated unamploymaent before benefits
become payable. Therefore, based@ on Department of
Labor guidance, your claims will be batched and
gubmitted by FRICK betwveewn December 26th and December

30th only.

NO. 238
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Ragiocns:

Timeframes will vary depending upon the state
reguirements. Some states require a waiting periocd
bafore unsmployment may be paid. Regardlass of your
State, you should file during the first week of the
furlough unless otherwise instructed by your statae.

Filing a claim [orm for Unemployment is voluntary. Howevar, any
delay in completing the UCFE claim form will likely delay any
UCFE payment to which you may be entitled.

o FPact Sheet with Questions and Answers
e Letter for Craditara:

This letter may be used to provide notice to your
creditcre that you have been furloughed. This letter
may be useful in the event you encounter any financial
difficulty during the furlough period.

NOTE: In the avent that Congreis passas legislation to provide
for retroactive payment to amployees who were furloughed, you
must pay back any Unexmployment Imsurance benefits recalved.

I hope that this information will be halpful to you. We also
recommend that you stay tuned to your local media about special
claims £iling instructions for your state. In addicion, we
encourage you to periodically contact the Agency’s information
numbey for any updates.

Attachments:

Claim Form (D.C. employees only)
SF-8 {Regional employees only)
Questicne and Answers

lLetter to Creditor

r8s
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Department of Employment Scrvices

[ 500 C Street, N.W. * Wahingon, DC. 20001

INSTRUCTIONS -FOR COMPLETING AND FILING A FEDERAL FURLOUGH CLAIM

¥hen completed submit to:

Employes Relations Team
Room 1432 FPB=10 B

Ttems 1 through 30! Plesse have furloughes print clearly vhen

Ttem

Item
Iten

Itenm
Ytem
Iten
Itenm
Itenm

Iten
Item
Iten
Ttem
Iten
Item

Iten

Item

1.

2.
3.

4.
S.
6.
2.
8.

9.

10.
1.
12.
13.
14.

15.

ansvering these guestions.

Print Last Name, First Name, Middle Initial

( ineluding Jr, sr, 1I, etc. following Last Name

Enter Seocial Seocurity Number) .

Print street Address ( Do not abbresviate and include
apartment number it applicable)

print city ( Do not abbreviate)

Print state

Enter zip code

Indicate sex With a "X" in the appropriate box

gEnter number of completed years (High gchool -12, College
Degrae, BS or BA - 16, Mastar Degree - 18, PH-D - 19)
Enter Marital Status

Enter Date of Birth (Month, Day, Year)

Enter Ethnic Group (White, Hispanic, Black, Indian, other)
Enter Union Btatues (union or non=union)

Enter telephone number ( Include arsa code)

Duty station address (city and state) -
puty station should be recorded as shovn on personnsl
document for Your agency.

Enter Employer’s mailing address ( Use address whare
finance officc is located)

16. Enter dates of most recent employment

smﬁ’gy; o )

';I'

“Helpiag People Help Themselves”

86
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Item 17. Indicate unanployment compensation status with °x*

Item 1B. Enter citizenship status.(If-an alien, indicate green
card alien registration number.

Iten 15. Indicate Retirement ctatus with a “X°.

Ttem 20. Indicate whether worked for Fedsral Government in past 30
days with a “X".

Ttems 21 threugh 261 Leave blanxs To be completed Dy DCDOBS stage
only. '

srems 27 - 32 will be completad by the Frick Company-
Ytem 27. Preprinted.

Ttem 28. Enter sll gross wages information in faederal civiliana
garviee amesunts and the account numbar.

Item 29. Attach documentary proof showing federal civilian
enployment, (Federal Agency lettarhead notice or the EF~8)
Item 30. Already preprinted

Item 31! VPlaase have furloughee sign.

Item 32: Please have Agenay Representative sign. This form is not
complete unless it is signed and dated. Plsaaa anter
~ signer’s title and telaphones numper.

NO. 238
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UNEMPLOYMENT COMPENSATION QUESTIONS AND ANSWERS

Are furloughed Federal Government Employees entitled to Unemplovment Benefits?

Federal employees who are unemployed os a result of 2 furlough are cntitled to the same
benefits as any employee on @ temporary layoff. Benefits are based on gross weekly
earnings. They vary within each State and amounts are determined based on your dury
Jocation. (In the District, benefits are calculared at approximately S0% of the employee’s
gross weekly wage up 0 2 maximum weekly bencfit of $347 per week. The minimum
amount of bencfits is $50 per week.)

Where must ap employee file their clalm?

The federal employee's duty station determines the state in which the claim §s filed.
Federal employees will receive benefits based on the formula for the state ip which their
duty station is located. The determining factor is where the duty station is located, not
the Jocation of the ageny headquarters or payroll office.

Haw long must the furlough continue for Federal emplayees o be eligible for
benefits?

Many states have a one-week waiting period before Uncinployment benefits are payable.
Therefore, in some cases. such as D.C., the firt week of unemployment is not
compensable and oo benefits may be paid for the first week claimed. If a furlough
should last longer than one week, the second week and succeeding weeks arc
compensable.

How will furloughed Federal employees apply for beneflts?

To handlc the anticipated large volume of claims, many states arc using special clalm
forms. (In D.C. Federul agencies are being provided a special scif-filing claim form with
instructions on how the claim must be filed.) The claim forms and instructions will be
distributed by agency personnel if they are available; otherwise, employees may obtain
these forms from their local State Employment Security Oftice.

How long will bencfits continue?

The maximum duration of henefits for most states is 26 weeks.

NO. 238
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When will I receive my first check?

The initial payment is generally issued within 10 days of receipt of your first mail claim
card. While payments are madc by the states, the funds to pay beneflts are provided by
the Federal Governmem. If Federal funding euthority is not available, however, the
actual payment of benefits may be delayed.

Are Unemployment Beneflts Taxable?

Yes. Uncmployment benefits are fully taxable. Because there is o withholding from
upemployment compepsation, reciplemts must make estimated tax payments on a quarterly
basis. For more information about estimated 1ax. request IRS Publication 505, "Tax
Withholding and Estimated Tax" by calling 1-B0U-424-3676.

NO. 238
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UNITED STATES DEPARTMENT OF EDUCATION
OFFICE OF MANAGEMENT

December 18, 1945

- - -

WHO Y

This letter certifies that employees of the Department of
Pducation (ED) have been placcd on emergency furlough effective
December 18, 1995. This emergency furlough has occurred because
PD's Fiscal Year 1996 Apprepriations Bill has not heen passed by
the Congress and/or signed by President Clinton. Through no
fault of their own, ED employees will mnot be paid their salaries
tor the duration of this furlough.

While it is anticipated that this will be a short-term event, ED
recognizes that employeece have financial obligalions that must be
met. Please consider the temporary and unferesceable nature of
rhis furlough when making decisions which will affect ED
employcen’ finances. Once the furlough has ended, employees will
begin receiving their salaries again.

Your patlence and consideration in this matter in appreciaged.
\
Singerely,

veronica D. Trietsch
Director, Human Rasources
Group

600 INDEPENDENCE AVE.. S.W. WASHINGTON. D € Hrin

Our MISSION (8 t crdulc equal acecdc to gducation ana to promote educatiorul raceliznce throughout the Nation.

P11
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deral Employees Fac
Possible Furloughs

With all of the speculation about the possible furlough of Federal employees, do you ever
feel like you're climbing 2 mountsin without a rope? HEW Federal Credit Unfon under-
stands that this is a difficult and uncertain ime. We sim ply wish for vur members to be
aware that HEWFCU is here to do what we 80 best. . .scrve our members. HEW Federal
Credit Union has designed several options for our memburs in case the furioughs become a

” --"'-"""'-'-'- i . -1\-:-7'-\. v—'--':-"'.- R - -..'.'...Z'.":.‘-:--._. .
) ’s‘Gﬁ o _;: -:‘.-L_'___.._. 0A
| HET P YOU ¢!

All furlough programs will be instituted only If furlvughs arc necessary. Preferred rates do not apply to
special [oan rate offer. For further informatioa covcerning furlough related programs, please call (202) 488-
$400 ext. 7 or oxt. & during norma! business Bours or call our Cellular Phoac-A-Laan service at (202) 288.
3000 or (203) 2864126 duciuy watcnucy jusn bhours. ) _4




